Per formance Evaluation System Rating Guide

The following chart isatool to help supervisors eva uate employee performance on the PO Form 12. These definitions are not mandated by law or regulations.

Fact or

Sub- Fact or s

(-) Enpl oyee perfornance in
sub-factor needs i nprovenent

(v) Enpl oyee performance in
sub-factor is acceptabl e

(+) Enployee is strong in
sub- f act or

Quantity- Eval uate the anount of work
produced as conpared to the anount of
wor k expected for this position
Consider time on current job,
differences in difficulty of tasks,
wor ki ng condi tions, and high and | ow
peaks.

Amount of work

Does not neet perfornmance and
conmi t nent requirements or
agreenent s.

Consi stently neets
per f ormance and conmi t ment
requi renents or agreenents.

Al ways neets and frequently
exceeds perfornmance and
commi t nent requirenents or
agr eement s

Conpl etion of work on
schedul e

Wrk products and projects
frequently not conpleted or
conmpl eted at an unaccept abl e
| evel

Consi stently conpl et es
projects accurately and on
tine.

Can be counted on to
conpl ete projects and
assi gnnents despite tine
constraints.

Qual I ty- Consider accuracy, neatness,
precision, work effectiveness, and
wor k acceptability.

Accur acy

Needs constant direction in
under st andi ng the duties and
responsibilities of his or her
position and is unable to execute
these duties accurately.

Consi stently executes the
duties and responsibilities
of his or her position in
an efficient and accurate
manner .

Al ways excels at accurately
perform ng tasks/activities
of the job

Neat ness of Work Product

Does not focus on work-rel ated
details. Work products are

di sorgani zed and require
additional efforts to conprehend

Focuses on details of work-
related activities. Wrk
products are organi zed.

Extrenely focused on work-
related activities. Detail -
oriented and well organized

Thor oughness

Shows a lack of attention to
detail.

I's very thorough when
perform ng work and
consci enti ous about
attending to detail.

Qutstandi ng attention to
detail; mentors others on
how to inprove their skills
inthis area
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Fact or

Sub- Fact or s

(-) Enpl oyee performance 1 n
sub-factor needs i nprovenent

(v) Enpl oyee performance In
sub-factor is acceptabl e

(+) Enployee is strong in
sub- f act or

Judgenent

Not open to suggestions
experinentation and new ways of
doi ng t hi ngs.

Overwhel med by nmultiple tasks
that need to be organi zed and
prioritized.

Adapt s behavi or or work
nmet hods in response to new
i nformation, changing
condi tions or unexpected
obst acl es.

Ef fective at dealing with
and naki ng sense of
uncertain situations.

O gani zes work and sets
priorities.

Extrenely effective at
dealing with and naki ng
sense of uncertain
situations.

Consi stently offers new
suggestions and creative
ways to inprove things.

Revi ses pl ans where
necessary to neet desired
goal s.

O al Expression

Denonstrates extrenely poor
ver bal comunication skills.

Verbal |y presents ideas and
information in a clear
conci se manner.

Is extrenely articul ate and
effective in expressing

i deas and information
verbal | y.

Witten Expression

Denonstrates extrenely poor
written conmmuni cation skills.

Presents i deas and
information in witing in a
cl ear, conci se manner.

I's extrenely articulate and
effective in expressing

i deas and information in
writing.
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Fact or

Sub- Factors

(-) Enpl oyee performance in
sub-fact or needs i nprovenent

(v) Enpl oyee performance in
sub-factor is acceptable

(+) Enployee is strong 1 n sub-
fact or

Wor k Habi ts- Consider those
traits concerned with the
net hods fol |l owed by the
enpl oyee arrangi ng,

organi zi ng and perform ng
assi gned duties and
responsi bilities.

Coservance of Wirking Hours

Work schedul e does not support
awar eness of 8-hour work days

(or regularly schedul ed tour of
duty, as applicable).

Wor k schedul e supports awar eness
of 8-hour workdays (or regularly
schedul ed tour of duty, as

appl i cabl e).

Consi stently observes 8-hour work
day and when necessary, overrides
time schedul e to support | ast

m nute or emergency conditions.

At t endance

Attendance and punctuality are
unpredi ctable. Does not plan
absences.

Maintains a solid record of
att endance/ punctual ity and pl ans
absences i n advance.

Mai nt ai ns excellent record of
attendance and punctuality.
Pl ans absences i n advance.

Coserve Rul es Incl uding
Saf ety

Does not follow inportant rules
and regul ations pertaining to
posi tion, agency and/or the
District.

Consistently follows all rules
and regul ations pertaining to
position, agency and/or the
District.

Al ways follows rules and

regul ati ons of position, agency
and the District. Applies rules
to all situations.

Econony of Time and
Material s

Does not denonstrate regard for
the value of District resources
or howto use themefficiently.
Poor time nmanagenent.

Conserves District resources and
uses themefficiently (e.g.,
suppl i es, equi pnent, vehicles,
uni forns, technol ogy, etc.).

Ef fectively manages tine.

Finds creative ways to conserve
and use linmted resources. Hel ps
educate others on the val ue and
conservation of resources.

Maxi mi zes efficiency through
excel l ent tine nanagenent.

Conpl i ance with Wrk
I nstructions

Needs constant direction in
under st andi ng the duties and
responsibilities of his or her
position and does not execute
these duties satisfactorily.

Under st ands and uses know edge
that is acquired through formal
training or on-the-job experience
to performduties and
responsibilities. Conplies with
i nstructions.

Has a strong understandi ng of how
the job fits in with the overall
operation. Wilizes professional
know edge to effectively perform
duties associated with various
busi ness operations. A ways
conplies with instructions.
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Fact or

Sub- Factors

(-) Enpl oyee performance in
sub-factor needs i nprovenent

(v) Enpl oyee performance in
sub-factor is acceptable

(+) Enployee is strong in sub-
fact or

Orderliness in Wrk

Does not arrange task-rel ated
informati on, resources and tools
(e.g., workspace, uniform

files, docunents) in an orderly
manner to pronote efficient
per f or mance.

Arranges task-rel ated

informati on, resources and tools
(e.g. workspace, uniform files,
docunents) in an orderly manner

that pronotes efficient

per f or mance.

Consi stently naintains an orderly
surroundi ng of professional work
habits, tools, and infornation.

Denonstrat es organi zati onal
skills that enhance the potenti al
of profitable work actions.

Directs others in the concept of
work and organi zation as a
benefit to performance.

Job | nterest

Not attuned to the inportance of
serving internal or external
customers. Does not nanage self
or tine effectively. Shows |ack
of interest in job.

Sets own goals and inpl enents new
i deas that positively affect the
work unit. Manages tine and
productivity effectively.

Denonstrates a conmtnent to
working with custoners, both
external and internal.

Di spl ays positive attitude toward
wor K.

Consi stently sets own goal s and

takes initiative in inplenenting
i deas, systens or policies that

affect a work unit.

Manages own tinme efficiently,
encour ages feedback, and invests
in self-devel opnent. A ways

di spl ays positive attitude toward
wor k.

Initiative

Does not renedy problenms w thout
being told by a peer or

supervi sor. Does not exhibit
prof essional initiative.

Wrks to renedy problens w thout
being told by a peer or
supervisor. Exhibits initiative
for professional grow h.

Proactively works to remnedy
probl ens. Consistently produces
nore than the job requires.

Exhibits initiative for

prof essional growth and seeks
opportunity to contribute to the
achi everment of District goals.

Resour cef ul ness

Does not understand how to apply
know edge acquired through
formal training or on-the-job
experience to performduties and
responsibilities.

Cl early understands and uses
know edge that is acquired
through formal training or

ext ensi ve on-the-job experience
to performduties and
responsibilities.

Learns new job skills/know edge
very quickly and is then able to
teach others.

Utilizes professional know edge
and resources effectively to
performduties associated with
vari ous business operations.
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Fact or

Sub- Factors

(-) Enpl oyee performance in
sub-fact or needs i nprovenent

(v) Enpl oyee performance in
sub-factor is acceptabl e

(+) Enployee is strong in sub-
f act or

Personal Rel ations- Consi der
nmanner in whi ch enpl oyee
appr oaches, neets, works,
deal and confers with others
and the enpl oyee’s self-
control, tact, poise,

per sonal appearance, and
hygi ene. Acconpli shes

obj ectives of contacts,
creates confidence and
respect .

Cooperation with Coworkers

Has difficulty building and
mai nt ai ni ng good wor ki ng
rel ati onshi ps with coll eagues.

Bui I ds and mai ntai ns successf ul
wor ki ng rel ationships with
col | eagues.

Bui | ds and mai ntai ns out st andi ng
wor ki ng rel ationships with all
col | eagues.

Dealing with the Public

Does not work well with external
custoners. Does not follow
cust oner service standards.

Consistently acts with the
external custoner in mnd.
Est abl i shes good cust oner
relations and can cone to
wor kabl e sol utions. Foll ows
cust omer service standards.

Excel s at working wth external
customers to assess needs,
resol ve probl ens, and
significantly exceed customner
expectations. Al ways follows
cust oner service standards.

Personal habits

Does not act in ways that
support the goals and direction
of the District.

Acts in ways that support the
goal s, direction and standards of
the District.

Al ways acts in a way that
supports all goals and efforts of
the District.

Adaptability - Consider the
nmanner in which the enpl oyee
perforns in new situations
and energencies with a

m ni mum of supervi si on.

Per f or mance i n new
situations

Does not adapt to change and new
i nformati on and/or events.

Responsi ve and adaptive to change
and new i nformati on and/ or
events.

Extrenel y responsi ve and adaptive
to change and new i nformation
and/ or events.

Performance in energencies

Unabl e to adapt behavi or or work
met hods in response to new

i nformation, changing conditions
or unexpected obstacl es.

Adapt s behavi or or work nethods
in response to new i nformation,
changi ng conditions or unexpected
obstacl es. Remains calm

Extrenely effective at dealing
wi th and nmaking sense of
uncertain situations. Serves as
| eader in energency situations
and remai ns calm
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Fact or

Sub- Factors

(-) Enpl oyee performance in
sub-fact or needs i nprovenent

(v) Enpl oyee performance in
sub-factor is acceptabl e

(+) Enployee is strong in sub-
f act or

Supervi sion and PI anni ng-
Consi der the enpl oyee's
ability and effectiveness

as a supervisor, one who gets
the work done through others,
and skill exercised in

pl anni ng.

Pl anni ng broad prograns

Does not show concern for or
know edge of the strategic
i ssues facing the District.

Has knowl edge and perspective on
the strategic issues facing the
District. Plans work and prograns
accordingly.

I's excellent at forecasting
future consequences based on
trends.

Has broad know edge and
perspective on the strategic

i ssues facing the District.

Pl ans prograns that support the
District goals.

Adapting work programto
broader or related prograns

Does not create a connection

bet ween wor ki ng processes and
goal s to broader needs and

requi renents of related prograns
or the District.

Has broad know edge and
perspective on the strategic

i ssues facing the District.
Adapts work programto broader or
rel ated prograns.

Adapts work programto broader or
rel ated prograns. Has broad
know edge and perspective on the
i ssues facing the District.

Strategically utilizes resources
and know edge to create projects
and to resol ve issues.

Devi si ng procedures

Fails to follow up on the
progress or outcones of
operational plans.

Det ermi nes short- or long-term
goal s, strategies, and procedures
to achi eve them

Effectively sets short- or |ong-
termgoal s, aggressive
strategi es, and procedures to
achi eve themin the nost
efficient manner.

Layi ng out work and
establ i shing standard of
per f ormance for
subor di nat es

Does not provide chall engi ng
tasks and assi gnnents that
stretch subordinates. Does not
provi de necessary feedback

Eval uat es, provi des feedback and

devel ops enpl oyees to their next

| evel of performance. Establishes
st andards of performance

Chal | enges individuals to inprove
performance and/ or system
quality. Provides frequent and
hel pful devel opment di scussi ons
and feedback

Directing, reviewng, and
checki ng work of
subor di nat es

Does not provide appropriate
direction or review of

enpl oyee’ s performance or
productivity.

Provi des frequent and hel pfu
devel opnent di scussi ons and
f eedback

Consi stently eval uates, provides
f eedback and devel ops enpl oyees
to their next |evel of

per f or mance.
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Fact or

Sub- Factors

(-) Enpl oyee performance in
sub-fact or needs i nprovenent

(v) Enpl oyee performance in
sub-factor is acceptable

(+) Enployee is strong 1 n sub-
fact or

Instructing, training, and
devel opi ng subordi nates in
wor k

Does not provide the coaching
necessary to guide and enpower
ot hers.

Provi des ongoi ng gui dance and
positive reinforcenment to inprove
performance. Supports training
for subordinates

Consi stently coaches, counsels
and i nproves individual and team
performance. A ways supports
training for subordinates.

Pronmoting high norale

Cannot inspire or notivate staff
to conplete job tasks or goals.

Unstabl e and indecisive in a
crisis.

Does not coach, nentor or
chal | enge staff.

I nspi res, notivates, guides
others toward goal s.

Coaches, mentors and chal | enges
staff.

Consi stently denonstrates
deci si veness in day-to-day
actions.

Confident in | eading by exanpl e
and denonstrating direction and
deci siveness in all situations.

Inspires, notivates, and guides a
shared vi sion and acconpl i shrrent
of goal s.

Serves as a coach and nentor

Del egating clearly defined
authority to act

Does not share and/or del egate
power and authority with staff.

Shares and/ or del egates power and
authority with staff as needed.

Al ways eval uates and devel ops
enpl oyees to their next level of
performance. Delegates authority
appropriately.

Deci si on—naki ng process

Makes il -informed deci sions.

Consi stently makes sound, well -
i nfornmed deci si ons.

Makes deci sions confidently.
Makes i nfornmed deci sions that
consi der the stakehol ders.

Det erm nati on and
utilization of manpower and
material s

Does not plan or dictate
effective and efficient
utilization of manpower and
materi al s.

Consi stently denonstrates
deci si veness in day-to-day
actions. FEffectively utilizes
manpower and naterials to neet
and mai ntain the operations of
dai |l y busi ness needs.

Strategically utilizes manpower
and materials to acconplish
busi ness goal s and naintain
productive operations.

Est abl i shes conditions for a nore
productive, innovative and
creative work environnment to
secure future perfornmance

Efforts to ensure EEO in
all appropriate aspects of
Recruitment, Hring,
Traini ng, Pronoting,
Recognition, etc

Not aware of EEOQO

Di splays efforts to conply with
EEQ.

A ways nmakes effort to ensure
EEQ.
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